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HUMAN  RIGHTS  COMMISSION 
CITY  AND  COUNTY  OF  SAN  FRANCISCO 

RULES  AND  REGULATIONS 


OFFICERS:  TERM  OF  OFFICE 

Rule  1  --  The  officers  of  the  Commission  shall  be  a  Chairperson  and 
Vice-Chairperson.  The  Chairperson  and  Vice-Chairperson  shall  be  elected  at 
the  first  regular  meeting  of  the  Commission  held  after  the  first  day  of 
January  each  year.  The  term  of  any  Commissioner  as  Chairperson  shall  be 
limited  to  two  successive  years. 
(Amended  4/10/69) 
DUTIES  OF  OFFICERS 

Rule  2  --  The  duties  of  the  Chairperson  shall  be  to  preside  at  all 
meetings  of  the  Commission;  to  call  special  meetings,  subject  to  the 
provisions  of  Rule  8  herein  of  the  Commission;  to  appoint  the  membership  of 
all  standing  Committees  and  their  respective  chairpersons;  to  appoint,  with 
the  approval  of  a  majority  of  all  members  of  the  Commission,  a  Director; 
and  to  perform  all  other  duties  necessary  or  incidental  to  his  or  her 
office. 

In  the  absence  of  the  Chairperson,  or  in  the  event  of  his  or  her 
inability  to  act,  the  Vice-Chairperson  shall  take  his  or  her  place  and 
perform  his  or  her  duties.  In  the  event  of  the  absence  or  inability  to  act 
of  both  the  Chairperson  and  Vice-Chairperson,  the  remaining  members  shall 
appoint  one  of  the  members  to  act  temporarily  as  Chairperson. 
ADMINISTRATIVE  OFFICER 

Rule  3  --  Subject  to  the  approval  of  a  majority  of  the  members,  the 
Chairperson  shall  appoint  a  Director  who  shall  hold  office  at  the  pleasure 
of  the  Commission.  He  or  she  shall  serve  as  the  administrative  head  of  the 
affairs  under  the  control  of  the  Commission  and  shall  have  all  the  powers 
and  duties  of  a  department  head,  and  a  chief  executive,  under  the  pro- 
visions of  the  Charter. 
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ORDER  OF  BUSINESS 

Rule  4  --  The  Order  of  Business  ordinarily  shall  be  as  follows: 

1.  Roll  Call 

2.  Pledge  of  Al legiance 

3.  Approval  of  Minutes 

4.  Communications 

i 

5.  Director's  Report 

6.  Chairperson's  Report 

7.  Standing  Committees 

i 

8.  New  Matters  ! 

9.  Calendar  Matters 

10.  Remarks  from  the  Audience 

11.  Adjournment 

***At  the  discretion  of  the  Chairperson,  public  comment  may  be  heard  after 
discussion  of  a  specific  item  on  the_a«&enda. 

VOTING  REQUIREMENTS  AND  PROCEDURES 

Rule  5  --  No  member  shall  be  permitted  to  vote  upon  a  question  unless 
he  or  she  is  present  when  his  or  her  name  is  called  or  before  the  vote  is 
announced.  Proxies  shall  not  be  permitted. 

Members  may,  at  any  time,  explain  their  vote,  or  file  in  writing  an 
explanation  of  such  vote  after  the  result  of  the  voting  has  been  announced 
and  recorded. 

Each  member  present  at  a  meeting  of  such  Commission  when  a  question  is 
put  shall  vote  for  or  against  it  unless  the  member  is  excused  from  voting  by 
a  motion  adopted  by  a  majority  of  the  members  present.   (Paragraph  three 
added  by  amendment  adopted  5/27/76) 

The  Minutes  shall  reflect  the  individual  votes  by  the  Commissioners  on 
all  matters  voted  upon  by  the  Commission,  unless  the  vote  is  unanimous. 

The  Chairperson  shall  call  for  a  voice  vote,  and,  in  the  event  that  it 
appears  that  a  division  exists  among  the  Commissioners,  the  Chairperson 
shall  call  for  a  show  of  hands,  which  shall  be  recorded  by  the  .secretary. 
(Paragraphs  four  and  five  added  by  amendment  adopted  3/10/83) 


REGULAR  MEETINGS  OF  THE  COMMISSION 

Rule  6  --  All  meetings  of  the  Commission  shall  be  open  to  the  public. 
The  Commission  shall  hold  two  meetings  a  month  on  the  second  ?nd  fourth 
Thursdays,  except  that  in  July  and  August  the  meetings  shall  be  only  on  the 
second  Thursday  of  these  months  unless  otherwise  determined  by  the 
Commission  at -a  prior  meeting.   If  the  regular  meeting  day  falls  on  a  legal 
holiday,  the  Chairperson  may  fix  another  day  therefor.   Unless  previously 
stated  by  the  Chairperson  of  the  Commission,  the  regular  meeting  place 
remains  the  Commission  Room,  3rd  floor  of  the  Main  Library  in  the  Civic 
Center,  and  the  regular  time  is  10:15  a.m. 
(Amended  4/22/65) 
(Amended  12/23/65) 
(Amended  9/14/72) 
TEMPORARY  MEETING  PLACE  -  EMERGENCY 

Rule  7  --  In  the  event  that  the  regular  meeting  place  of  the 
Commission  is  unavailable,  the  Director  will  take  the  necessary  action  to 
provide  for  an  appropriate  temporary  meeting  place. 
(Revised  10/25/73) 
SPECIAL  MEETING  OF  THE  COMMISSION 

Rule  8  --  Special  meetings  of  the  Commission  shall  be  called  by  order 
of  the  Chairperson  or  by  order  of  eight  members  of  the  Commission  by 
delivering  personally  or  by  mail  written  notice  to  each  member  of  the 
Commission  and,  if  they  have  requested  such  notice  in  writing,  to  each 
local  newspaper  of  general  circulation,  radio  or  television  station.  Such 
notice  shall  be  delivered  personally  or  by  mail  at  least  24  hours  before 
the  time  of  such  meeting  as  specified  in  the  notice.  !  The  call  and  notice 
shall  specify  the  time  and  place  of  the  special,  meeting  and  the  business  to 
be  transacted.  No  other  business  shall  be  considered  at  such  meeting  by 
the  Commission.  Such  written  notice  may  be  dispensed  with  as  to  any  member 
who  at  or  prior  to  the  time  the  meeting  convenes  files' with  the  Director  of 
the  Commission  a  written  waiver  of  notice.  Such  waiver  may  be  given  by 
telegram.  Such  written  notice  may  also  be  dispensed  with  as  to  any  member 
who  is  actually  present  at  the  meeting  at  the  time  it  convenes.  All  such, 
meetings  shall  be  open  to  the  public. 
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AGENDA  OF  MEETINGS 

Rule  9  --  The  Agenda  of  each  meeting  of  the  Commission  ordinarily 
shall  be  delivered  personally  or  by  mail  to  the  members  of  the  Commission 
at  least  24  hours  prior  to  the  time  of  the  meeting. 
ATTENDANCE  AT  MEETINGS 

; i  i 

Rule  10'--  Unless  excused,  all  members  of  the  Commission  shall  be  in 
attendance  at  the  hour  appointed  for  each  regular,'  special  or  recessed 
meeting  of  the  Commission. 
QUORUM 

Rule  11  --  A  Quorum  for  the  transaction  of  official  business  shall 
consist  of  a  majority  of  all  the  members  of  the  Commission  serving. 
(Amended  12/24/68) 
PRIVILEGES  OF  THE  FLOOR 

Rule  12  --  The  privilege  of  the  floor  shall  be  granted  to  officers  of 
the  City  and  County  of  San  Francisco  and,  at  the  discretion  of  the 
Chairperson,  may  be  granted  to  any  member  of  the  public  present  at  a 
meeting. 

(a)  --  Emergency  Resolutions:  A  Commissioner  may  introduce  for 
immediate  action  a  resolution  or  motion  which  has  not  been  acted  on  by  a 
committee  of  the  Human  Rights  Commission  on  the  following  conditions: 

If,  in  the  judgment  of  the  Chairperson,  it  is  on  subject  matter  which 
the  Commission  has  voted  on  in  the  past  and  if  it  is  in  basic  agreement 
with  past  Commission  action,  the  emergency  resolution  may  be  introduced  for 
consideration  by  a  vote  of  2/3  of  the  Commissioners  present. 

If,  in  the  judgment  of  the  Chairperson,  it  is  on  subject  matter  new  to 
the  Commission,  a  unanimous  vote  of  all  Commissioners  present  shall  be 
required  for  consideration  of  the  resolution. 
(Added  3/12/70) 
MINUTES 

Rule  13  --  A  copy  of  the  Minutes  of  each  meeting  of  the  Commission 
ordinarily  shall  be  delivered  personally  or  by  mail  as  soon  as  possible, 
but  before  the  next  meeting,  to  the  Mayor,  to  each  member  of  the 
Commission,  and  to  all  persons  requesting  such  delivery  in  writing. 
(Amended  9/14/72) 


REPORTS  AND  PUBLIC  STATEMENTS 

Rule  14  --  All  reports  of  the  Commission  ordinarily  shall  be  delivered 
personally  or  by  mail  in  draft  form  to  each  member  of  the  Commission  prior 
to  the  date  of  the  meeting  at  which  such  report  is  proposed  for  considera- 
tion and  action  thereupon  by  the  Commission. 

Approval  of  any  report  or  public  statement  of  the  Commission  shall 
require  the  affirmative  vote  of  a  majority  of  the  members  of  the 
Commission.  Any  member  of  the  Commission  may  file  and  have  published  a 
minority  report  in  which  any  other  member  may  join;  such  minority  report 
shall  be  published  concurrently  and  as  a  part  of  the  document  containing 
the  majority  report. 
INVESTIGATIONS 

Rule  15  (a)  --  In  the  event  that: 

(1)  It  shall  appear  to  the  Commission  that  a  community-wide  problem 
may  be  arising  which  may  result  in  intergroup  tensions  or  discriminations 
because  of  race,  religion,  color,  ancestry  or  place  of  birth,  or 

(2)  Any  person  claiming  to  be  aggrieved  by  an  incident  of  discrimi- 
nation files,  by  himself  or  through  his  duly  authorized  representative,  a 
complaint  in  writing,  containing:  (1)  the  full  name  and  address  of  the 
complainant;  (2)  the  full  name  and  address  of  the  respondent  or  respon- 
dents; (3)  a  plain  and  concise  statement  of  the  facts  constituting  the 
alleged  incident  of  discrimination;  and  (4)  the  date  or  dates  of  the 
alleged  incident  of  discrimination;  or  ■ 

(3)  Any  person  claiming  to  be  aggrieved  by  an  unfair  practice  as 
defined  in  Section  12A.8.  Unfair  Neighborhood  Practices  of  the  San 
Francisco  Administrative  Code,  files,  by  himself  or  herself  or  through  his 
or  her  duly  authorized  representative  a  verified  complaint  in  writing 
containing:  (1)  the  full  name  and  address  of  the  complainant;  (2)  the 
full  name  and  address  of  the  respondent  or  respondents;  (3)  a  plain  and 
concise  statement  of  the  facts  constituting  the  alleged  unfair  practice; 
and  (4)  the  date  or  dates  of  alleged  unfair  practice: 

The  Chairperson  shall  assign,  from  a  rotating  roster  listing  members 
in  alphabetical  order,  one  or  more  of  the  members  to  make, .with 'the 
assistance  of  the  Commission  staff,  a  full  and  prompt  investigation  in  / 
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connection  therewith;  provided,  hov/ever,  that  such  rotation  of  •  assignment 
to  members  in  alphabetical  order  need  not  be  followed  by  the  Chairperson 
where  he  or  she  finds  that  a  member,  by  reason  of  background,  experience  or 
expertise,  appears  especially  qualified  to  investigate  a  particular  matter. 

(b)  --  Where  a  complaint  alleging  an  incident  of  discrimination 
covered  by  Federal  or  State  law  is  filed  with  the  Commission,  the 
complainant  and  respondent  shall  be  advised  of  the  provisions  of  the 
respective  Federal  and  State  law  relating  thereto  and  of  their  respective 
rights  and  obligations  thereunder. 

(c)  —  -If  the  member  or  members  assigned  to  investigate  a 
community-wide  problem,  incident  of  discrimination,  or  unfair  practice, 
finds,  after  such  investigation,  that  further  action  is  not  warranted,  such 
finding,  in  writing,  shall  be  filed  with  the  Commission,  together  with  a 
case  report  thereon.  If  a  complaint  had  been  filed  in  connection 
therewith,  such  complaint  shall  be  disiftissed  and  the  parties  shall  be 
notified  of  such  dismissal  by  certified  mail  with  return  receipt  requested. 
MEDIATION 

Rule  16  (a)  --  If  the  member  or  members  assigned  to  investigate  a 
community-wide  problem,  incident  of  discrimination  or  unfair  practice 
determines,  after  such  investigation,  that  further  action  is  warranted,  he, 
she  or  they  shall  immediately  endeavor  to  eliminate  the  same  by  conference, 
conciliation  and  persuasion. 

(b)  --  ■  If  the  member  or  members  assigned  to  investigate  a 
community-wide  problem,  incident  of  discrimination  or  unfair  practice, 
shall  succeed  in  his,  her  or  their  endeavors  at  conference,  conciliation 
and  persuasion,  he,  she  or  they  shall  notify  the  parties  thereto  by 
certified  mail,  return  receipt  requested,  of  the  terms  of  conciliation  and 
shall  file  a  case  report  thereon  with  the  Commission. 

(c)  --  In  the  event  that  the  community-wide  problem  or  unfair  practice 
is  not  eliminated  by  such  endeavors,  the  Commission  shall,  'in  public 
hearing,  review  the  matter  and  shall,  by  conciliation  and  mediation,' 
endeavor  to  eliminate  the  same.  Any  member  or  members  who  participated  in 
the  investigation  and  initial  mediation  endeavors  shall  not  participate  in 
any  of  the  proceedings  hereunder  except  as  a  witness,  and  the  initial 
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mediation  endeavors  shall  not  be  received  in  evidence.   In  furtherance  of 

such  conciliation  and  mediation,   the  Commission  may  make  specific 

recommendations  to  the  parties  involved,  but  such  recommendations  shall  not 

constitute  a  decision,  finding  of  fact,  judgment  or  order  of  the  Commission 

or  be  binding  upon  or  be  admissible  in  any  court  in  any  subsequent 

proceeding. 

SUBPOENAS  AND  INVITATIONS 

Rule  17  (a)  --  In  the  investigation  or  mediation  of  community-wise 
problems,  the  Commission,  by  majority  vote  and  as  permitted  by  law,  may 

4 

issue  subpoenas  and  testificandum  setting  forth  the  specific  nature  of  its 
inquiry,  to  compel  the  attendance  and  testimony  under  oath  of  any  person 
directly  involved  or  concerned  therewith  whose  presence  and  testimony  is 
reasonably  necessary  to  its  inquiry. 

(b)  --  In  the  mediation  of  unfair  practices,  the  Commission,  by 
majority  vote  and  as  permitted  by  law,  may  issue  subpoenas  and  subpoenas 
duces  tecum,  setting  forth  the  specific  nature  of  its  inquiry,  to  compel 
the  attendance  and  testimony  under  oath  of  any  person  directly  involved  or 
concerned  with  such  unfair  practices  or  the  production  of  any  papers, 
documents  or  records  under  his  or  hercontrol  which  are  relevant  and 
reasonably  necessary  to  its  activities  thereunder. 

(c)  --  All  subpoenas  issued  by  the  Commission  shall  set  forth  the  time 
and  place  of  appearance  set  by  the  Commission  and  shall  be  issued  in 
accordance  with  the  provisions  of  the  Code  of  Civil  Procedure. 

(d)  --  Any  member  of  the  Commission,  acting  through  the  Director,  may 
issue  an  invitation  to  any  person  to  appear  at  any  public  meeting  or 
hearing  of  the  Commission. 

PUBLIC  HEARINGS  \  i 

Rule  18  --  The  Commission  shall  determine  the  time  and  place  of  public 
hearings  involving  any  community-wide  problems  or  unfair  practice.  Where  a 
complaint  has  been  filed  with  the  Commission  in  connection  therewith,  the 
Commission  shall  deliver  or  mail  a  notice  of  hearing  to  all  parties  at 
least  3  calendar  days  prior  to  the  hearing.  The  notice  to  respondent  shall 
advise  him  of  his  right  to  be  represented  by  counsel,  his  right  to  present 
any  relevant  evidence  and  his  right  to  cross-examine  all  witnesses 


testifying  against  him.   Upon  written  request  of  a  party,  the  Chairperson 
may  grant  him  an  extension  of  time  to  appear  at  the  hearing. 
CONDUCT  OF  PUBLIC  HEARING 

Rule  19  (a)  --  Every  hearing  shall  be  presided  over  by  the  Chairperson 
who  shall  have  full  authority  to  control  the  procedure  of  the  hearing;  to 
admit  or  exclude  testimony  or  other  evidence;  and  to  rule  upon  all  motions 
and  objections.  The  Chairperson  shall  make  full  inquiry  into  all  the  facts 
in-issue  and  shall  obtain  a  full  and  complete  record  of  all  facts  necessary 
for  a  fair  determination  of  the  issues.  He  or  she  may  call  and  examine 
witnesses,  direct  the  production  of  papers  and  documents,  and  introduce  the 
same  into  the  record  of  the  proceedings.  He  or  she  may  permit  members  to 
examine  witnesses  and  introduce  papers  and  documents  into  the  record  of  the 
proceedings. 

(b)  --  All  parties  to  a  hearing  may  call,  examine  and  cross-examine 
witnesses,  impeach  witnesses  and  call  rejjuttal  witnesses,  file  briefs,  and 
introduce  papers,  documents  or  other  evidence  into  the  record  of  the 
proceedings  subject  to  the  ruling  of  the  Chairperson.  All  parties  to  the 
hearing  may  be  represented  by  their  duly  authorized  representative.  Oral 
evidence  shall  be  taken  only  on  oath  or  affirmation. 

(c)  --  The  hearing  need  not  be  conducted  according  to  technical  rules 
relating  to  evidence  and  witnesses.  Any  relevant  evidence  shall  be 
admitted  if  it  is  the  sort  of  evidence  on  which  responsible  persons  are 
accustomed  to  rely  in  the  conduct  of  serious  affairs,  regardless  of  the 
existence  of  any  common  law  or  statutory  rule  which  might  make  improper  the 
admission  of  such  evidence  over  object  in  civil  actions.  Hearsay  evidence 
may  be  used  for  the  purpose  of  supplementing  or  explaining  any  direct 
evidence  but  shall  not  be  sufficient  in  itself  to  support  a  recommendation 
unless  it  would  be  admissible  over  objections  in  civil  actions.  The  rules 
of  privilege  shall  be  effective  to  the  same  extent  that  they  are  now  or 
hereafter  may  be  recognized  in  civil  actions  and  irrelevant  and  unduly 
repetitious  evidence  shall  be  excluded. 

(d)  --  The  Commission  may  continue  a  hearing  from  day  to  day  or 
adjourn  it  to  a  later  day  or  to  a  different  place  by  announcement  thereof 
at  the  hearing  or  by  appropriate  notice. 
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(e)  --  At  the  discretion  of  the  Commission,  a  record  shall  be  kept  of 
any  hearing. 

(f)  --  The  Chairperson  may  exclude  from  the  hearing  room  or  from 
further  participation  in  the  proceeding  any  person  who  continues  to  engage 
in  improper  conduct  before  the  hearing  after  having  been  given  proper 
warning.     •■  ■ 

RECOMMENDATIONS 

Rule  20  --  Upon  completion  of  a  hearing,  the  Commission  shall  issue 
its  recommendations  to  the  parties  and,  at  its  discretion,  an  opinion 
containing  the  reason  for  said  recommendations.  Such  recommendations  and 
opinion,  and  transcript,  if  any,  shall  be  filed  at  the  office  of  the 
Commission  and  shall  be  open  to  public  inspection  during  office  hours.  A 
copy  of  the  recommendations  and  opinion,  if  any,  shall  be  delivered  to  the 
parties  thereto. 
STANDING  COMMITTEES 

Rule  21  --  The  Standing  Committees  of  the  Human  Rights  Commission 
shall  be  composed  of  Commissioners  and  other  members,  appointed  by  the 
Chairperson  of  the  Human  Rights  Commission  for  one-year  terms. 
The  Chairperson  shall  also  appoint  the  Chairperson  (or  Co-Chairpersons)  of 
each  Standing  Committee.  The  Chairperson  of  each  Standing  Committee  shall 
be  responsible  for  calling  the  meetings  of  the  Committee  after  timely 
notice. 

All  recommendations  or  reports  of  the  Standing  Committees  shall  be 
brought  to  the  Commission  through  the  Chairperson  of  the  Committee  or  the 
person  he  or  she  designates. 

The  agenda  for  Standing  Committee  meetings  shall  be  developed  by  the 
staff  assigned  to  the  Standing  Committee  for  approval  by  the  Chairperson  of 
the  Committee. 

Each  Standing  Committee  will  consider  any  matters  presented  by  a 
Commissioner  on  the  Committee  or  referred  to  it  by  the  Chairperson  or  the 
Director,  ,even  if  after  consideration  it  decides  it  is  not  able  to  make  a 
definite  recommendation  to  the  Commission. 

The  recommendations  of  the  Standing  Committees  to'  the  Human  Rights 
Commission  may  be  based  on  a  consensus  where  such  exists  or  on'  the 
presentation  of  the  majority  and  minority  points  of  view.1 
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Standing  Committee  Chairpersons  shall  notify  the  Chairperson  of 
members  who  are  frequently  absent  from  Standing  Committee  meetings  so  that 
the  Chairperson  can  consider  their  replacement. 

The  Commission  may  call  public  hearings  and  may  assign  the 
responsibility  for  such  a  hearing  to  a  Standing  Committee. 

Staff  assigned  to  the  Standing  Committee  shall  check  with  the 
Committee  Chairperson  before  placing  any  item  on  the  agenda  of  the  Human 
Rights  Commission  meeting.  Staff  shall  keep  a  record  of  the  proceedings  of 
all  meetings.  (Amended  9/14/72) 

A  Standing  Committee  of  the  Human  Rights  Commission  shall  not  form 
subcommittees  or  other  bodies  without  the  approval  of  the  Chairperson  and 
the  Director.   (Amended  12/12/75) 

Standing  Committee  assignments  shall  run  from  March  1st  to  March  1st 
beginning  in  1979,  with  the  exception  of  the  Youth  &  Education  Committee, 
whose  membership  assignments  shall  run  from  September  1st  to  September  1st. 
(Amended  2/23/78) 


SPECIAL  COMMITTEES 

Rule  22  (Deleted  9/14/72) 
PARLIAMENTARY  RULES 

Rule  23  --  On  any  question  or  point  of  order  not  contained  in  these 
Rules   and   Regulations,   the  Commission   shall   be   governed   in   its 
parliamentary  actions  by  Robert's  Rules  of  Order  (Revised). 
ADOPTION  OF  RULES  AND  REGULATIONS 

Rule  24  --  The  adoption  of  the  Rules  and  Regulations  shall  be  by 
motion  and  shall  require  an  affirmative  recorded  vote  of  a  majority  of  the 
members  of  the  Commission. 

When  adopted,  such  Rules  and  Regulations  shall  remain  in  effect, 
unless  suspended  or  amended  as  provided  herein. 
AMENDMENTS  TO  RULES  AND  REGULATIONS 

Rule  25  --  All  amendments  to  the  Rules  and  Regulations  may,  after  two 


weeks'  notice,  be  adopted  by  the  affirmative  vote  of 
members  of  the  Commission. 


a  majority  of  all 
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SUSPENSION  OF  RULES  AND  REGULATIONS 

Rule  26  --  Except  this  rule  and  such  other  of  these  Rules  and 
Regulations  as  are  restatements  of  the  provisions  of  the  Charter, 
ordinances,  resolutions  or  law,  and  except  as  provided  in  Rule  12  (a),  any 
of  these  Rules  and  Regulations  may  be  suspended  by  the  affirmative  vote  of 
a  majority  of  .all  members  of  the  Commission. 

A  motion  to  suspend  the  Rules  and  Regulations  is  debatable. 


§8M§MM 
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